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la  Its  study,  tha  Clerical  Committee  h&s  considered  two  groups  of 
- i*  Ouee  (hereafter  designated  as  the  n intermediate*  sraxm)  is 
exposed  of  persons  having  specialised  skills,  such  as  Radio  Operator* 
of  ^prentices  such  as  Personnel  Assistant,  as  opposed  to  tho  profes- 
sional or  Joumjyman  Personnel  Officer,  and  of  super?! sore  of  clorical 
operations 0 The  other,  (hereafter  referred  to  as  *ele»'ia&l*)  is  ccsa- 
posed  of ^ persona  having  skills  with  office  machines  and  Procedures , 
This  latter  group  includes  Stenographers,  Typists.,  Clerks  of  all  kinds, 
saseiuae  opera tors  (e8gu,  Tabulating  Equipment  Ooapaior),  Teleohome  Op- 
erators, Receptionists,  etc*  * 9 

It  has  been  four!  that  this  breakdown,  in  the  main,  holds  good 
insofar  as  grade-mtigaa  are  concerned.  The  intermediate  group  ranges 
grade  from  CS-5  through  GS-9,  with  a few  supervisors  of  highly 
specialised  skills  going  as  high  as  GS-I4*  The  clerical  group  in  gon- 
fra^#?^nf?s  ^’3  throng  GS-6,  with  a few  secretarial  positions 

headquarters  offices  going  as  high  as  GS~9o  For  the  pur- 
poses of  thin  report , wage  board  employees  s CFC»e  consultants , staff 
agent®,  and  military  personnel  on  active  duty  assigned  to  the  Agency 
have  been  omitted,  ^ ^ 

^oa®  twc  a^ogsriee  the  Conadttoo  has  tried  to  consider 
he  distribution  of  men  and  women  in  each  group  and  the  comparative 
grade  rangeB  of  man  and  woman  in  these  groups £ 


SUGARY  (Conclusions) 


th6L | employees  in  the  overt  Offices  of  the  Agency,  the 

distribution  of  men  to  w. mem  is  as  follows* 

M F 

Clerical  GS  3-6  (-9) 

Intermediate  GS  6=9  (-14) 

Professional  £S~4  through 

supergrades 


m 

79$ 


,,,  ,TS  ^ormediate  group  must  be  regarded  both  as  an  aminene®  to  1 

SSc^^r^01™03  ““  S“P:lr'S‘  “M  “ » <™“*S  fSro„M  for  pro- 
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In  fcha  first  case,  Clerks,  Typists  and  Stenographers 3 which 
comprise  th©  great  bulk  of  the  clerical  group -can  theoretically  ba 
advanced  to  Administrative  Assistant  and  to  clerical  supervisory 
positions  without  acquiring  additional  skills  beyond  a knowledge  of 
office  procedures  and  an  ability  to  handle  people..  In  these  posi- 
tions the  distribution  of  men  to  women  is  as  follows* 

K P V% 

11% 

27%  73$ 


Grade  ranges  for  men  and  women  in  these  categories  are  the  s&a&ec 


Clerical 
Admin  Asst  and 
Clerical  Supv 


Similarly,  machine  operators  hope  to  fee  advanced  to  Supervisors 
and  Planners » In  these  positions  the  distribution  of  men  to  women  is 
aa  follows* 


. . M F 

Operators 

Sup  vs  & Planners 


W%  F$ 

42$  58$ 

76$  24$ 


la  this  3attor  category  the  grade-  range  held  fey  man  is  IS  5-14»  by 
■woman  GS  5-10» 


In  the  intermediate  group,  in  addition  to  these  categories  to 
which  clerical  employees  aopiro,  thei'o  are  -seven  relatively  large  cate- 
gories of  "assistants1’  which  run  parallel  to  and  might  be  considered 
training  for  professional  categories « These  are; 


Assistants  Professionals 
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37 
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Tli®  percentage  change  in  the  meii/woraen  ratio  from  the  Assistant 
to  the  Professional  level  is  of  particular  interest  in  the  following 
categories! 


Agaietaata 

percent 

Profeeslonale 

percent 

van 

V04&3S1 

men 

'■mm 

Analysis 
Edit  & Pub 
Adfc'in  Support 

19% 
■ 30% 

58$ 

e,i% 

7055 

*2$ 

Tf% 

63% 

87% 

23% 

37% 

13% 

la  Editing  and  Publishing  Assistant  and  in  Administrative  Support 
Assistant  the  baginning  grad®  for  men  and  women  is  the  same.  In  all  other 
categories  where  women  ara  employed,  the  beginning  grade  for  men  is  one 
to  two  grades  higher » 


In  the  Library  Assistant  category,  the  highest  grade  ia  held  by  a 
dC®e.-.4,  and  in  Editing  ana  Publishing  Assistant,  the  top  grades  are  the 
same*  In  all  other  categories  in  which  women  are  ssiployed f the  highest 
grade  held  by  a man  is  one  to  three  grades  higher  than  that  held  bv  a 
woman,,  * 


Among  tbep  employees  in  the  covert  Offices  of  tho  Agency,  the 
distribution  of  usn  to  women  is  ae  follows! 


Clerical  03 
Intermedia  to  G3  6~9 
Professional  OS-5  »*  supergrades 


M s 


h5  n 

12$  883s 

%C%  602 

825s  m 


A comparison  of  Clerks,  Typists  and  Stenographers  to  A&<ainistratiV9 
Assistants  and  Clerical  Supervisors  shows  the  following* 

Clerical 
Admin  Asst  & 

Clerical  ®upvt 


Grade  range  a for  man  and  woman  in  these  categories  are  the  ssk®. 


5%  95% 

21%  75% 


A comparison  of  heedqwarters  (Washington  personnel)  with  Held  figures 
reveals  that  the  major  part  of  this  shift  in  ratio  takes  place  in  the  field. 


«*3«» 

OEOItffF 


CQNriDCNIiAl 
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Clerical 
Admla  Asst  u 
anfi  Clerical  Supya 

m&L. 

Clerical 

Acteda-Asst 

and  OT.srlcal  Supv 


H F ?* 


5%  95% 

1W  82$ 


8$  92$ 

35$  65$ 


A ooaparison  of  categories  5a  the  intermediate  groins  with  relate, 

\ 

categories  in  the  professional  group  in  the  covert  offices  reveals  the 
dollowiags 
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The  percentage  change  ia  the  »ea/k*men  ratio  from  the  Assistant  to  the 
Professional  level  is  of  particular  interest  in  the  following  categories* 


Assistants 
parcea  'a 
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percent 
M .? 
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A comparison  of  esrce  tagee  in  the  .‘-dT-.inir.tratj.ve 
rendered  rarticjl.-jiy  difficult  l.y  the  fact  ih,  t the  ;;:-a 
ietrntive  Assistant  positions  are  in  no  --ay  related  to 
istrative  Officer.  A tentative  cor;|v..rinor  vus  arrived 
of  cor  bining  Achc-ini  strnt:  vo  Budget,  Ternonrel,  Security 
£upr»ly  Officer  figures  for  easr'a  risen  vith  Budget,  ferr 
ard  Property  and  *uerdy  Assistant  figures  as  follows; 


category  is 
ferity  of  AOnia- 
these  of  Addin- 
at  on  the  basis 
and  Property 
on:  el,  Security 


i 


Assistant 
percent 
K F 


Professional 
percent 
V,  ' F 


A dr  in  Support  JiQ 
Admin  Support  Field 


66  ,-/3?  .33  1/3% 
75%.  25.3 


It  nay  be  noted  Ii: 
intermediates,  Budget  •' 
field,  the  grads  TZlTi  r*<?S 
two  grades  higher  than 


pacing  that  in  tve  of  the  above  categories  of 
seis tar. t,  headquarters  and  Pr-i'sonf-el  Assistant, 
for  sen,  boil  minimum  and  »uxirar;,  are  one  to 
these  for  voner. 


In  presenting  these  figures,  the  copr  ittee  jpocojjniaee  tbit  they 
ro’u^fsnt  a purely  a to  tic  picture  of  tie  Agency,  and' that  the  factor 
of  movement,  either  by  appointment  or  promotion  into  a given  category 
or  level  of  resnor.sibi] ity. -cannot  be  portrayed.  Further  studies  in 
comparison  of  qualifications  vs.  grade  for  nan  and  women  and  of  time  in 
grade  before  pronotion  for  both„vili  be  necessary  Before  h eoenlete 
analysis  can  be  s.ttoi?.f  tec  Tha.  Cornu-' it  tee  vas  unable  to  perform  there  studies 
since  Agency  records  are  not  at  present.  -air triced  in  ■ » form  fro;;:  which 
tho  natertal  can  be  easily  extracted  in  the  time  allotted  for  this  project. 
The  figures  are  presented,  therefore,  vith  the  generalisation  that  for' 
reasons  not  yet  established,,  the  proportion  of  ten  to  women  reverses'  sharply 
as  the  level  of  responsibility  increases,  and  that  in  certain  categories, 
the  grade  range  ns  it  exists  at  present  in  none  f vcrable  to  ,.en  than  to 
women,, 
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Any  agency  or  organization  ia  dependent  oa  its  clerical  force 
frr  efncieat  operation.  Since  the  clerical  force  in  the  Agency  is 
cosapoaed  primarily  of  wa&en,  th©  Paaol  on  Women  felt  that  a study  ' 

SiSnaUo^9  clericai  problems,  apart  from  th®  question  of  dis~' 

Certain  problems  sexist  for  all  clerioal  personnel  whether  map  or 
,ThaJ^j?r  °a®8  are  a rate  ot  turnover  and  the  related  pnob- 
S nLS+??fiCiQntMintf8rRti00  of  clericala  into  the  vork  of  the  Agency* 

° J?  **  statistics  in  the  course 

thaaa  Pf0^®®®"  Eowever,  on  the  basis  of  a study  of  exit 

^.f34®8  08  3~9  1 Jaaaary  1953  to  1 Septea- 

rf  1^3p.°f.a  relatively  vide  rang©  of  individual  Comadtts©  contacts 

oxperienoo  in  the  Agency,  a gen- 
eral picture  of  these  problems  has  been  developed*  86 

Although  figures  of  thoisa  leaving  ovar  an  8-moath  period  cannot  ba 
accurately  compared  with  the  on-duty  strength  of  an  organisation  at  any 

Siii^’eS  percentage  may  he  obtained  of  the  turnover*  A 

study-  or  the  eadt  interviews  revealed  the  followings 


Overall 


Men 


Total  number  of  oases 

Total  Agency  strength  ia 
tb©  grade  ranges  under 
study  as  of  30  June  1953;  s 

2S  WSS  12*°  °f  th0HS  leavine>  3«t  vere  men, 

although  th©  propc  rtion  of  mn  to  women  on  duty  in  tb© 

tbia  g^d©  rang®  vaa  45*  to  55^  Surprisingly  enough,  however, 
of  the  three  major  categories  among  the  reasons  given  for  loafing,  by  fay 
the  largest  vac  'other  job",  which  accounted  for  • Sc  W 


...  _•  .«  " . « ~ p *•*•**•**  wvwwiwu  -Jiwjn  i reaiasia’fcli 

®®jwa®  40  be  expected  in  this  group,  was  "aarriag©*  with  I L but 

It^is  ^o^lsM6? S?  to.tho  nrot»  w»o  "dissatisfied®,  teith I 1 

is  recognized  that  no  statistics  on  reasons  for  resignation  can  be 

KilSL°^Sr*h«SfU^  Tba  indi^Mwla  conceded  frequently 

t?©;  £ f true  reaaon  and  often  there  are  many  factors  SntribL 
ng  o the  decision  to  go.  At  most  these?  figures  suggest  a relatively 

^r£jrZ.0L.?^Uened'’  i’lBrl“1  "1  snpl^M.,  SOD* 

CfCTittcs'8  individual  eontaota,  spot  interviews  and 

*8*^*  however,  slightly  more  revealing  though  still 
generalised  problems  were  developed. 


The 
lr  but 


.a/^cca 


ftfiORHT' 
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1«  Misconceptions,  wild  rmors  and  a feeling  of  being  a 
°^Phof  develop  in  the  Interim  Assignment  l\meh7de*pite 
^ beat  afforta  of  those  in  charge,  and  are  frequei  tly  perpetuated 

2°  °*  orientation  for  the  individual  clerk  « his  or  bse 

practicea  ^ thia  **“7  vish  the  sophis- 
tication Of  the  individual  supervisor  but  the  frequency  with  which 

diffi^SS^^1  U beSrd  ********  that  it  18  a wStiveJ:'  wide-spread 

..  18  Mrine  promotional  practices  which 

the  individual  clerk  discovers  both  in  toe  IA8  and  upon  psnament 
alignment  create  discontent  „ 

4.  Boa-utilization  of  on-the-job  skills  acquired  previously 

of  aiaMtl.fwtion.  Stenographers  VeTSeir 
speed,  potentially  able  clerks  are  not  given  the  opportunity  to  aa- 
8une  the  responsibility  of  which  they  are  capahle,  and  little  if  any 
systematic  effort  is  node  to  move  the  able  ones  from  the  olerual* 
group  to  the  intermediate  group  or  Area  the  intermediate  group  to 
the  professional  group.  The  natural  desire  of  the  offioe  to  re  win 
a good  clerical  employee,  particularly  in  v3 aw  of  the  difficulties 
involved  In  getting  a replacement,  is  understandable  to  tho  by- 
stander but  not  particularly  comforting  to  thj  clerk. 

5.  Inherent  in  all  these  problems  and  frequently  voiced  is 
the  fooling  on  the  part  of  many  clerical  employees  that  they  are 
i»t  handled  as  individuals.  It  is  expressed  in  different  ways* 

You  have  to  throw  a fit  or  resign  to  get  an/  attention'’,  "you 11  re 
treated  like  a cipher",  "there8s  such  a gulf  between  the  clericals 
ana  professionals" . 

The  Ccraaittee  recognises  that  the  Agency  investment  in  individual 

SdtSt  °n®  <»  that  in  a professional, 

and  that  there  is  traditionally  a large  turnover  among  clerical  em&loveee 

for  reasons  beyond  the  oontrol  of  the  Agency  s such  as  marriage  or  preg- 
nancy. It  also  recognises  that  efforts  ham  been  made  and  lire  betST* 
made  to  overcome  many  of  those  nroblena,  Jo  waver,,  an  organisation  as 
demanding  seourity-wiae  of  its  employees  j a CIA,  and  depending  on  college 
graduates  for  as  mush  as  25?  of  its  clerical  labor  f’upp^ab^ld  offer 
unusual  rewards,  not  necessarily  in  money  but  in  eejrit  de  corps  for  all 

^,"ST0?-  TjLfoUo',tee  are,  ttortfor., \S2  « TpS, 

sible  basis  for  study,  rather  than  firm  rsccaanfindationso 


■SECRET 
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1«  The  confusions  generated  during  the  holding  operation 
in  the  Interim  Assignment  Branch  sight  he  alleviated  hgr  the  ap- 
pointment of  a mature  individual  experienced  in  handi  i r»g  indi- 
vidual personnel  problems  and  ..thoroughly  indoctrinated  in  all 

fbcete  of  the  Agency,,  In  itself  the  problem  of  rueaore 

about would  require  an  Agency  veteran  to  reconcile 

the  Agenoy'e  security  demands  with  the  limited  ocsnpreheaaioa  of 
a brand -now  high  school  graduate*  Further  effort  on  the  part  of 
Agency  components  to  find  suitable  and  valid  work  for  clerks, 
typists  and  stenographers  during  their  tour  there  slight  be  re- 
warding to  both  participants o 

2„  An  incoming  employee  automatically  receives  indoctrina- 
tion in  the  Agency,  its  functions  and  component  parts*  Education 
of  supervisors  toward  providing  a similar  Indoctrination  in  the 
work  of  the  unit,  the  contribution  of  the  clerk  to  that  work,  and 
the  facilities  available  to  the  clerk  s both  within  the  office  unit 
and  in  the  Agency,  and  toll'd  following  up  this  introduction  with 
further  explanations  when  the  clerk 8 s initial  confusions  have  been 
dissipated  might  pay  dividends* 

3o  In  each  organ! rational  unit  (this  would  vary  with  else, 

0og» , & relatively  small  Office  would  need  only  one,  some  of  the 
larger  Divisions  might  need  one  for  each  Branch)  on©  individual 
should  bs  specifically  designated  (and  given  publicity)  to  handle 
clerical  problems  which  for  one  reason  or  another  cannot  be  fcafom 
up  with  the  supervisor  or  have  been  disallowed  by  him*  A clerk 
who  cannot  get  on  with  his  supervisor,  a stenographer  who  feels 
she  is  losing  her  speed,  or  a typist  hired  at  GS-3  in  a obit  with 
slow  promotional  policies  who  sees  typists  with  equivalent  or  ap- 
parently lower  qualifications  promoted  to  QS-5  needs  if  nothing 
else  an  authoritative  voice  which  premises  individual  attention 
in  the  indefinite  future* 

4«  Career  opportunities  both  in  the  clerical  field  and  in 
the  intermediate  group  already  exist  in  potential  for  the  able 
clerical  employee*  Clerks  run  as  high  as  GS-7,  Stenographers  and 
Administrative  Assistants  as  high  &s  GS-9®  The  progression  from 
Personnel  Clerk  to  Personnel  Assistant  on  paper  has  its  equivalent 
in  other  types  of  specialized  skills , insofar  as  the  establishment 
of  positions  is  concerned  * Itoirayer,1  while  the  progression  from  , 
Intelligence  Officer  C 53-7  to  Branch  Chief  to  Division  Chief  is  wteOJL- 
recognised,  it  is  not  felt  that  similar  recognition  is  given  to 
these  potential  career  progressions  for  olsrieal  employees*  Tbo 
able  stenographer  who  has  boon  a GS-7  for  several  years  Is  not 
generally  considered  for  the  OS-9  vacancy  in  another  organise ti anal 
unit* 
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Qaa  possible  solution  might  be  Clerical  Career  Service  Boards 
wich  would  assist  the  clerk  in  building  & career  in  his  Held  in  Jacob 
*“•  8a^,yay  ****  tlw.  present  Career  Service  Board©  assist  an  IntelllU 
gonce  Ofrioor^  to  build  his  career.  Whether  through  the  "Clerical  Chaplain" 
vho  handles  clerical  problsaa  for  a email  unit  or  through  a Clerical  Car- 
w Service  Board,  greater  utilisation  might  b©  made  of  the  training  fa- 

of  f > vd  by  the  Agency  for  a claries  career  advancement  (as  opposed 
to  the  clerical  refresher  training  given  a stenographer  uho  already  holds 
we  position  but  needs  additional  shorthand  speed  on  that  job). 


Following  are  suggestions  for  additional  studies  which  this 
mittee  was  unable  to  perform  but  which  might  be  rewarding  in  Agency 
consideration  both  of  possibl©  discrimination  against  yoasdc  of 
clerical  problems  in  generals 


a®  ® Study  of  t j as— in— grade  for  men  and  women  by  categories  v 
or  typos  of  positions. 


b.  a study  of  qualifications  ve,  grades  in  various  categories. 

c.  additional  studies  in  turn-over  rates  by  categories,  types 
of  work  or  grade  ranges,  rather  than  the  Agency-Hide 
figure  now  in  uee0 


oj 


j&EeRBT — - 
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Talk  vltb  Personnel  Prc-vureasnfc  Officer 


9 October  1953 


oonsiftancy  in  prcaotion  policy  , from  office  to  office 

especially  in  lower  grides,  three  months  between  4 and  5 in  some  nieces  * 
aa  compared  with  6 to  12  months  in  others.  pla09B 

2.  Improper  supervision  of  new  clericals  he  believes  to  be  a bi» 
reason  for  dissatisfaction  particularly  among  college  educated  clericals 

SShX  ? ^fWualh  role  in  whoS  ploWor  1^^ 

respOTsibi..ity  of  secfioa  or  unit.  Supervisors  are  not  alert  to  ffive 

Ahtti+i  r®eponsibilitJ  ^try  to  "nake"  work)  commensurate  with  individuals 

‘SnSarS  oT L?**  oot  thst  011  **>  «•*—««  * 

3o  Personnel  dow*  attempt  to  recruit  the  best  of  the  best  therefor* 
does  take  women  ecfll* « graduates  who  are  willing  to  do  SeSSi  w oTf 

4.  tie  also  brought  up  the  somewhat  disillusioned  attitude  with 

ni°%  }°*  ***"  l0n»  «lt<  -XW1V  pro™.- 


*»X0=» 
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Interview  with  Clerical  I’l-aceKont.  Officer  15  August  1953 


The  Agency  still  depends  on  college  graduates  to  fill  at  least 
a part  of  its  clerical  vacancies , desrlto  the  economy  drive  in  Wash- 
ington. The  supply  is  seasonal,  heaviest  in  the  spring  after  gradua- 
tion, and  is  roughly  from  of  clerical  appointees.  Dearite 

anything  recruiters  can  say,  all  clericals  applicants  who  are  arcbi-, 
tious  (whether  college  trained  or  not}  cop.®  into  the  Agency  with  a 
view  to  an  overseas  assignment  or  to  getting  into  sone  urofeseional 
field  . and  almost  inevitably  leads  to  di8.srroiJvfcE.ert, 

Besides  the  problems  of  oveiT-eas  nscignr.erte  and  careers  in 
professions  1 fields,  u.  nrocleis  involving  clericals  which  looms  large 
is  that  of  unsystematic  advancement  within  the  clerical  field.  Tide 
involves  both  prestige  , front  office  or  "Pill" ; jobs  and-  rro* 
motion  gradewieo.  Offices  .•ill  not  release  good  vori  ers  for  this 
type  of  advancement  in  another  office  for  fear  c.f  not  getting  replace- 
ments f and  high  level  officials  being  promoted,  logically  want  to  tube 
with  then  girls  whom  they  have  trained. 
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Interview  on  Interin  Assignment  Branch 


t.'ew  clerical  personnel  upon  entering  the  .agency  frequently  spend 
ft-on  one  to  three  souths  in  the  Interim  Assignment  Branch  while  awaiting 
final  olenrar.ee.  Many  of  the  proi leres  vi.i ch  plague  there  at  this  time 
are  those  inherent  in  a holding  operation.  Others  are  those  associated 
with  security  requirements  and  with  a large  and  coi.tpar  treen tal 1 2 ed  orran- 
iaation^  Regardless  of  the  justice  of  these  eocplaints,  however,  spot 
cheeks  show  that  their  existence  frequently  sets  up  undesirable  attitudes 
vtiich  carry  over  into  their  permanent  assignments.  The  most  freouentlv 
heard  of  there  complaints  are; 

a)  Irregularities  in  hiring 'practices,  OB-3 ! 3 see  G5'-4’s 
and  OB-5 f 8 entering  on  duty  with  experience  or  qualifications 
which  are  apparently  exactly  comparable  to  their  own, 

k)  Treuteer.t  of  clerical  personnel  as  ciphers.  ’’You  have 
to  throw  a fit  or.  resign  to  got  any  attention,” 


c)  Horror  stories  about 
before  final  clearance,. 


and  about  long  delays 


d)  Lack  of  Agenoy-scoiuored  recreational  activities,  assist- 

nr.ee  In  housing,  Irreltod  reed i cal  service  and  asai stance  in  ~ err.  oral 
problems.  ~ 

•erreanert  assignments  eliminate  the  security  tarotiera,  but  introduce 
certain  other  coreplaints  in  addition  to  the  ones  already  established , 

a)  I.or— utilisation  ox  #r eexal  skills,  suet  as  typing  and 
shorthand , and  monotonous  v.’crk. 

b)  Refusal  by  the  surrrvl sor  to  release  whGii  a transfer  is 
requester,  whether  for  p1p5r.otirr.al  pnrroefes,  because  of  personality 
clashes,  or  ger.oral  dieeatlsMction  with  working  conditions, 

e)  The  gulf  between  clerical  and  professional  personnel. 
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